
RECORDS SERIES PROFILE 
RECORDS RETENTION SCHEDULE 

APPLICATION #900112-02 

SCHEDULE #: 90-010 

EFFECTIVE PATE: 7/13/90 

Agency Code: 427-036 
Agency: Human Resources 

Off ice:  Administrat ive Services Division/Support Services 
Creating 

Series 
Title/Dates: "Equipment Status Change F i l e , "  unknown and 

continuing. 

Class: Agency Wide Common 
Access: Open 

Related To: Request f o r  an equipment s ta tus change ( i .e:  
surplus, destruction, t h e f t  o r  loss). 

By prepr inted consecutive number on form. 

Admlnistrat ive need three (3) years; audi t  per iod 
two (2 )  years. 

Arrangement: 

Retention 
Requirement: 

Medium: Paper 

Disposi t ion 
Inst ruct ions:  Cut o f f  f i l e s  a t  end o f  each f i s c a l  year as 

fol lows: 

1) Property Management Un i t  ( o f f i c i a l  record 
holder): Hold 2 years; then destroy. 

2) A l l  other organizat ional  e n t i t i e s :  
Hold 2 years; then destroy. 

This records re ten t ion  plan gives the  State Records Committee 
approved re ten t ion  ins t ruc t ions  f o r  the named records ser ies by 
the named creat ing o f f i c e .  

Secretary o f  State Designee 

G 90-01 



For i-w on wmpleting thb form wnpct DHR Records Mmagemmt Unit, 47 Trinity A H ~ w .  Atlmu. Gmrgir 
30334. Rwxw - (404) 668-4976 GIST - 221-4976 

Administrative Services/Support Service 
47 Trinity Ave. S.W. 
Atlanta, Geornia 30334  

The Administrative Services Division provides for the program direction and coordination 
of the specialized functions which support the Department's internal operations and legal 
environment through the Office of Administrative Appeals, Audits, Child Support Recovery, 
Financial Services, Fraud & Abuse, Personnel Administration, and Support Services. 

The Property Management Unit is responsible for developing & maintaining the Property 
Management System for the Department, in accordance with the requirements of the Office 
of Health and Human Services & Department of Administrative Services. 
Unit insures accountability, utilization, maintenance, distribution, and disposition of 
all Departmental property. 

The Property Man. 

O r m r n t s  to: See attached proposed schedule. I 
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-SEE LEFT SIDE 


